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Keyboard Commands jou^Ii^ ^ISUUjO 


No mouse or do you just prefer to use the keyboard - then try the following 
keystrokes to get what you want. 

'yi ,0j0j«l5U ^JiU 4jlj0 JoJjlu j»4j OJ , Cuil^ jIS4-j jOJjJjLu ^jLS4-o5jJ ^j!j4u (^jjLtfL 4 j (jL» IHOUS0 ^JjSLUo 

.Cjjj4jOJ jj Cju*£l»4S 

Remember, where there is more than one key stated, press all the keys at the same time - 
have a go! 

.OJjoJ IjjlS dJ4_> 4J jLS«u5jJ jo4J5 jjj Uj4j ^54JIj4j jj ,Cjjl>4J Cjjjj 


jLiZ^General 

ojjûJ Press 

Microsoft Word 

Jjii 

ojjûJ Press 





Save a file and 
give it a name 

Jjli j 

F12 

Make text bold 

-Ojj^ ^Oj 

4 

Ctrl + B 

Save amendments 
to an existing f ile 

AS dlli-»li ^jlLJjU 

4_> 4_û 4,-fi«ff 4,a» 

Ctrl + S 

Underline text 

jjj4jj<Li. 4 j 4 £j 

Ctrl + U 

Open a f ile 

OjOj4SU dUJuli 

Ctrl + 0 

Make text italic 

Ctrl + I 

Create a new file 

4SU CIujJj J ^jj ^SlUli 

Ctrl + N 

Single spacing 

Ctrl + 1 

Print file 

Ctrl + P 

Double spacing 

Ctrl + 2 

Undo last action 

jlSljjJ 

Ctrl + Z 

Centre text 

<5^ J>yy.j “4 ^ Oi-jj 

C^ljOjU 

Ctrl + E 

Copy selection 

4 £j ^yjjj jljijJ'UO 

Ctrl + C 

Change font size 

^iSjj LSji» lSOjIjIJ Jşjg 

Ctrl + Shift + P 















Paste selection 

4ju5LL jIjJjjJ^Jö 

Ctrl + V 

Change text to 
uppercase or 
lowercase letters 

J °JJ^ y. öi-y 

Shift + F3 (keep 
pressing for various 
styles) 

JljjlijJ jj 0J4 jj4j CU-iOJ) 

(jlSojJ^i 

Cut selection 

jU 5# ,4j * 

Ctrl + X 

Change font 

^jjj Jij£ 

Ctrl + Shift + F 

Check spelling 

OjOj<lSuilj jjuJJJJj 

F7 



Select the entire 
document 

Ctrl + A 

Microsoft Excel 

jJj-jSuy ijijSuU 


Delete selection 

Oj-V 

Delete 

öijr' 





Move contents of 
cell to the one 
below 

jw djjjUli. ^OjAJIjjjÊ 

iSjp-j^j tS 4 -*!-*- 

Select empty cell 
below and then 
press Ctrl + D 

0jjjjJ4J& OjOjjJ 4 J (JIj4u ^S4j4uL» 

ojj 2 Ctrl + D j 



Move contents of 
cell to the cell on 
the right 

jj djjjjli. ^jjOjU iJ0j4iljij^ 

J->lj iS^ tS*jL> 

Select empty cell 
to the right and 
then press Ctrl + R 

0j4ju*»Ij (_5*^ (Jl!>4j ^£4_>4 jL» 

Ctrl + D jaJjj j ojijj« 



Select entire 
column 

OjjjjJj-» iJjjjjj-p jjj4Ji 

Ctrl + Spacebar 
Ctrl + jjLsjj ij4«Sjj 



Select entire row 

OjJjjJ4_& aSojjO 

Shift + Spacebar 
Shift + ijtLoSjj 



Insert the date 

Ctrl + ; (semi-colon) 





